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I . Summary .■ 

Is responsible for secretarial and semi-professional 
personnel activities on all matters pertaining to personnel 
■support of the Branch. 4 This includes, but is not 

limited to , the processing of new and on-board employees, 

assisting in preparation of material for, the Personnel 

8 

Management Committee, follow-up on PMC matters, assist- 
ing in preparation of reports for i I DDP management 

and the answering of roiftine inquiries concerning per- 
sonnel matters. 


II. Duties and Responsibilities 


Types cables, memoranda, dispatches and other 
material necessary for personnel support to 
the Branch. 

Assists in the processing of new and on board 
employees checking in and out of the Division. 
This includes, but is not limited to, the pre- 
paration of E0D packets and briefing material, 
insuring completion of all necessary forms, and 
scheduling emplo yees f or interviews with Chief 
or Deputy Chief , [ 


25X1 A8A 
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Maintains official contract files and Division 
soft files on all Branch personnel. 

Assists in preparation of material for consid- 
eration by the Division PMC. This includes the 
p r e 1 i m i n a r y u p d a t. i n g of biographic profiles, 
checking Division. personnel files for accuracy, 
order and completeness, and assuring that material 
to be n resented to the PMC is in proper order. 
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SECRET 

Assists in the follow-up on PMC action requests.. 
This includes assuring that all appropriate ma- 
terial to effect the” PMC action is assembled for 
forwarding and assisting in such follow-up as may 
be needed until action is complete*!. 

Assists in preparation of staff and contract 
reports. This includes monitoring the loca- 
tion and status of all personnel, both staff 
and contract, for which ! I has career cog- 
nizance. 

Maintains current Time-In-Grade lists for the 
Unit. • 

Answers routine inquiries regarding personnel 
matters. •"'This includes answering questions 1 • 
posed by both new and on-board employees re- 
garding leave, transfer actions, insurance, 
medical appointments, PSI due dates, and 
other miscellaneous questions pertaining to 
personnel matters. 

Maintains current Fitness Report roster on 
all Branch employees. 

Maintains current TDY standby medical roster 
on all eligible employees. 

Assists Unit Chief in. the follow-up on receipt 
of Field Reassignment Questionnaires. 

Prepares requests for personnel actions on 
staff employees; prepares transfer actions 
on contract employees. 

Maintains official locator cards on all ^Branch 
staff and contract employees. Also, maintains 
pseudonym cross index cards. 

Responsible for the processing of PSI forms. 


I II,' Su p e nvisi on 
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Receives direct supervision and guidance from one 
sonnel officer and to a lesser extent receiv es super - 
] on. and guidance from Cnief ano. Deputy Chief ! ~| 25X1A8A 

sonnel. 
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Must be a qualified clerk typist with short hand desired 
but not required. Must understand Agency correspondence 
procedures, including cables, telepouches, dispatches, 
transmittal manifests and memoranda, as well as the multitude 
of general purpose and special purpose forms and procedures 

required in a line personnel office- Must understa 
personnel and related regulations and policies to be able 
to act on routine matters and assist the personnel officer 
in the support of assigned organizational elements*,. 

V Scope and Difficult y 

Instructions and guidance are received from a supervisor 

o 

Personnel Officer and to a lesser extent from the Chief 
and DC'J 


[Personnel, Other source materials are regulations 

instructions. Section procedures manual and mechanisms or 
procedures devised by the incumbent to insure timely, accurate 
follow-up and/or initial action as required and to relieve the 
Personnel Officer of a multitude of details or routine 
activity , Must be cognizant of the true names, pseudonyms, 
location and status of all employees in assigned organizations 
element , 

VI Responsibility 

Immediate supervisor and the Chief and DC/Personnel are 
available for assistance as required and review the results 
ox the incumbents extorts prior to releasing from the Section. 
The incumbent is permit ted to participate in problem solvin '-' 
ou routine matters and to establish personal procedures 
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for attainment of Unit/Section goals on a timely accurate 
basis. -Just be able to act lor the Unit Chief temporarily • 
on matters of a routine or predetermined nature, but must 
know when to seek guidance on more complex .or policy 
determining subjects. 

VII Per sona l Relati onships 

Conduct liaison with payroll, QMS, Security, and other 
agency components on a continuing basis on routine matters 
in connection with the Staff support rendered to the assigned 

m 

Division component' or as directed by supervisory personnel... 
This includes contact with prospective candidates for employ- 
ment. Must establish rapport with all employees in assigned 
components in order to provide them with assistance in routine 


personnel matters. 

VIII Other 

In the absence of Personnel Assists 
to not only provide clerical support, 
of personnel practices and procedures 
subjects of travel, training, payroll 
order to provide routine assistance o 
on t h e s e m a 1 1 e r s , 


n t s , mu st be able 
but be knowledgeable 
as well as the related 
, Insurance etc. in 
r appropriate referral 
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